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Returned  "by  Repartmen  • 


PHE  98.3  no.l 


PENNSYLVANIA  STATE  BOARD  OF  HOUSING 
SUITE  409  SOUTH  OFFICE  BUILDING 
H/iRRI SBURG , PEMSYLvLLIIA 


Bureau  of  Admirjistration 

Box  1667  Universiiy  Staiion 
Charlottesville,  Virginia 


February  18,  1938 
SBH  2-291 


TO:  Chairman,  Local  Housing  Authority 


FROM;  Pennsylvania  State  Board  of  Housing 


SUBJECT; 


BULLETIN  NO.  1 

ACCOUNTING  PROCEDURE  FOR  LOC^L  HOUSING  AUTHORITIES 


The  United  States  Housing  x^uthority  net,  more  commonly  re- 
ferred to  as  the  Wagner-Steagall  Act  provides  in  part  as  follows  ; 

" In  January  of  each  year  the  Authority  (U.  S.  H.  A.) 

shall  m.ake  an  annual  report  to  Congress  of  its  operations 
and  expenses,  including  loans,  contributions,  and  grants 
made  or  contracted  for,  low-rent  housing  and  slum-clear- 
a.nce  projects  undertaken,  and  the  assets  and  liabilities 
of  the  Authority  (U.  S.  H,  A.).  Such  report  shall  include 
operating  statements  of  all  projects  under  the  jurisdiction 

of  or  receiving  the  assistance  of  the  Authority,  (U.  S.  H.  Ii.  ) , 
including  summaries  of  the  incomes  of  occupants,  sizes 
of  families,  rentals  and  other  related  information." 

Pennsylvania's  State  Board  of  Housing  Law  provides  in  part 
as  follows: 

" The  board  shall  prescribe  uniformi  systems  and  forms 

for  keeping  accounts,  records,  and  books  to  be  used  by  an 
authority.  The  board  may  require  an  authority  to  file 
periodical  reports,  in  addition  to  annual  reports,  but 
not  oftener  than  quarterly,  covering  its  operations  and 
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activities.  Such  reports  shall  Le  in  a fonr.  pre- 
scribed by  the  Board." 

The  State  Board  of  Housing  in  prescribing  a uniform  system 
of  accounting  to  be  used  by  Local  Housing  Authorities  as  called 
for  in  the  State  ji.ct  above  quoted  is  working  in  conjunction  with 
the  United  States  Housing  ^luthority,  to  the  end  that  the  books 
and  records  of  a Local  Housing  iiuthority  v/ill  be  correlated  with 
the  reports  specified  in  the  Federal  .i.ct,  and  whicl.  reports  shall 
subsequently  be  required  by  the  United  States  Housing  Authority 
and  the  Ferinsylvania  State  Board  of  Ho ’using  from  each  Local  Housing 
Author  it;,'. 

The  System  of  Accounting  for  Local  Housing  Authorities 
shall  bo  divided  into  three  component  parts  covering  the  pro- 
gressive periods  of  a Local  -luthority.  The  accounting  records  for 
the  first  two  periods  shall.,  at  the  proper  tii.  : , be  separately 
reconciled  and  closed  into  the  records  of  the  third  period  so 
far  as  certa.in  capitaA  and  expense  accounts  are  concerned.  These 
periods  shall  be  termed  as  follows 

1.  Formulative  Period 

2.  Development  and  Construction  Period 

3.  Management  Period. 

1-  FORIUJLa.TIVE  PERIOD 

The  division  of  acco’unting  for  this  period  shall  cover  the 
time  during  which  a Local  Housing  ^lUthority  is  in  its  preliminary 
development  stage  and  is  operating  by  virtue  of  an  appropriation 
received  from  the  local  Governing  Body. 

The  United  States  Housing  juithority  vfill  permit  certain  ex- 
penses incurred  during  this  period  to  be  subsequently  capitalized 
and  consequently  either  refundable  to  the  Local  Governing  Body  upon 
its  receipt  of  the  federal  loan  or  cai'italized  as  a.  portion  of  the 
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Local  Housing  authority'' s contribution.  Therefore,  a very  complete  rocord 
of  all  expenditures  and  conrmitmonts  shall  be  immediately  established  and 
maintained  by  the  Local  Housing  xi.uthority  and  shall  reflect  such  records 
by  individual  project,  by  accounting  classification,  Boc’omentary  evidence 
of  such  expenditures  shall  be  pr. served  to  permit  such  records  being  sub- 
sequently absorbed  on  the  books  to  bo  established  later  under  the  Manage- 
ment Period, 

Examples  of  expenditures  made  from  sources  other  than  the  Federal 
Loan  and  which  may  come  in  the  category  for  refund  or  ‘'llowable  contribu- 
tions arc  tcchnic'.  1,  professional  or  other  services  such  as  the  prepara- 
tion by  architects  and  engineers  of  sketches  or  pl'ins  and  specifications, 
the  services  of  mechanics,  plumbers,  builders,  cs.i'pcntcrs , etc.  engaged 
in  construction,  grading,  landscaping  or  other  aork  upon  the  project. 

During  the  Formulativc  Period  the  exponditurus  of  the  Local  Hous- 
ing Authority  will  no  doubt  be  made  by  the  Local  Government  out  of  funds 
provided  by  m.cs.ns  of  an  appropriation.  Consequently,  the  Local  i-uthori.ty 
will  not  have  the  actual  handling  of  the  m.onics  so  appropriated.  How- 
ever, the  Authority  sliall  set  up  their  own  tentative  books  and  records 
of  transactions  in  which  any  monetary  value  is  involved.  Such  books 
shall  rocord  all  expenditures,  broken  dorn  by  individual  projects  and 
entered  by  accounting  clr.ssif ication.  For  this  purpose,  arrangements 
should  be  made  with  the  Local  Government,  whereby  they  furnish  to  the 
Authority  copies  of  the  reqo.ircd  documents  at  the  time  such  documents 
are  prepared. 

This  VM'ill  not  only  permit  the  Local  Authority  to  gauge  its 
expenditures  against  the  available  appropriation  but  will  also  make 
available  a detailed  analyses  of  these  cxponditui-es , a portion  of  which 
as  hereinbefore  mention'^d  ma,y  subsequently  be  in  proper  order  for  ul- 
timate capitalization. 
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The  follov/ing  tentative  list  of  accounting  class- 
ifications shall  be  maintained  during  the  Formulat ive  heriod. 
Additional  classifications  may  be  added  by  the  Local  Authority 
in  tlie  event  items  arise  v/hich  are  not  herein  provided  for. 

The  classifications  listed  vj-ill  coincide  v/ith  the  accounting 
system  to  be  adopted  later  in  the  Managemert  Period  upon  com- 
pletion of  the  project,  viz: 

LIANAGEL^]NT  SALARIES 

(Authority's  Executive  Director,  Assistant  Director,  etc.) 
ACCOUNTING  AI'-ID  CLERICAL.  SALARIES 
OFFICE  EXPENSES 

(Rent,  Sta.tionery,  postage,  printing,  etc.) 

TELEPHONE  AND  TELEGRI.PH 
TECHNICAL  SERVICES 

(.irchitectur.al,  engineering,  plc.nning,  etc.) 

PROFESSIONAL  SERVICES 

(Legal,  court  records,  real  estate  appraisem'.nt , etc.) 
TRAi^-LING  EXPENSES 
PROJECT  EXPENSES 

(Construction,  grading,  landscaping,  etc.) 

Ir  establishing  the  tentative  records  for  tho  Formulative 
Period  a colu;mnar  lodger  sheet  shall  be  used  for  each  major  class- 
ification. The  individual  columns  sliall  reflect  a further  brealc- 
dovn  of  the  classification.  This  is  illustrated  as  follo¥\rs: 
ii.  Golmnnar  ledger  sheet  will  be 
opened  for  "Technical  Services"  --  a 
separate  column  shall  be  captioned  for 
ec.ch  type  of  technical  service,  i.  e., 
architectural,  engineering,  plarining,  etc. 

The  last  column  on  the  right  shall  bo 
crptioned  "Total",  and  shall  act  us  a 
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control  column  for  the  combined 


classification.  Date  of  trans- 
action, date  of  document,  and  an 
item  description  sha.ll  also  be 
recorded  for  each  posting. 

In  addition  a regular  ruled  (debit,  credit  and  bo.lance) 
ledger  sheet  shall  be  opened  for  an  Appropria.tion  account.  lin 
adding  mo.chine  tape  or  other  listing  shall  be  made  of  each  day's 
transactions,  the  total  of  v.rhich  shall  be  posted  a debit  to 

the  Appropriation  account.  These  tapes,  which  will  become  the 
posting  media,  for  entries  against  the  Appropriation  shall  be 
dated  and  preserved,  A periodical  check  of  all  charges  entered 
in  the  various  cl;vss if i cations  shall  be  made  against  the  total 
debits  recorded  in  the  Appropriation  account,  and  which  figures 
should  balance. 

The  Appropriation  account  will  act  as  a guide  against 
over  expending  the  appropri.ation  and  will  reveal  the  available 
balance  therein  as  well  as  the  o-ccruod  charges. 

2-DEVSI.0Pi!AIIT  ..FD  COITSTRUCTIOU  PERIOD 

A separate  bulletin  will  be  forwarded  at  a later  date 
covering  the  Accounting  procedure  to  be  followed  during  the  De- 
velopment and  Construction  Period. 
b-PLAIAaSIiSUT  PERIOD 

Prior  to  the  occupancy  of  a project  by  tenants,  the 
State  Board  of  Housing  will  devise  an  accounting  system  in  ac- 
cordc.nce  v^ith  the  stipulations  of  the  Pennsylvania  State  Board 
of  Housing  Law,  and  which  system  shall  bo  Inst^'.lled  on  each 
project  under  the  supervision  of  a representative  of  the  State 


Board  of  Housing. 


Digitized  by  the  internet  Archive 
in  2017  with  funding  from 

This  project  is  made  possibie  by  a grant  from  the  Institute  of  Museum  and  Library  Services  as  administered  by  the  Pennsylvania  Department  of  Education  through  the  Office  of  Commonwealth  Libraries 


https://archive.org/details/bulletin00penn_15 


GENERx'iL 


The  reports  which  will  subsequently  be  required  by  the 
United  States  Housing  ii.uthority  and  the  Pennsylvania  State 
Board  of  Housing  from  each  Local  Housing  Authority  will  in  all 
probability  require  a very  large  amount  of  det.‘  iled  data^  There- 
fore, each  Authority  will  require  a very  comprehensive  and  detailed 
accounting  system,,  and  as  a result,  the  Local  Authority  should  in 
the  very  beginning  select  a practical,  competent,,  and  experienced 
accountant  to  have  charge  of  this  phase  of  the  work.  The  over- 
seeing of  the  accounting  work  on  small  projects  can  possibly  be 
handled  by  t'ne  Executive  Director  or  his  Assistant  if  they  are  Viyell 
versed  in  accountinp:.  The  larger  projects,  however,  should  have 
an  accountant,  of  the  type  mentioned,,  assigned  to  perform  these 


functions 


